Instructions for Reporting Personal Property Acquired by The Pennsylvania State University 
(For purchase orders issued under COP Master Agreement No. 4400008014)

Overview:

For purchase orders issued under the new COP master agreement above, the University is required to submit, within 60 days of the end of the purchase order period, a report of Personal Property acquired under the purchase order, EXCEPT, IF NO PERSONAL PROPERTY IS ACQUIRED, NO REPORT IS NECESSARY.

Article 4 of Exhibit A to the COP Master Agreement (available for review at: http://www.research.psu.edu/osp/documents/commonwealth/Master%20Agreement%204400008014.pdf), defines Personal Property as follows:

1. Expendable property:  Goods or equipment that is less than $5,000.00 per item that is necessary for conducting the specific service within the Scope of Work excluding cell phones and related equipment. The COMMONWEALTH will not purchase cell phones or related equipment for the UNIVERSITY. Expendable property includes, but is not limited to, such items as global positioning systems (GPS), computers, microscopes, tractors, and all terrain vehicles (ATV).  Expendable property does not include such items as office supplies, safety gear, ATV parts, laboratory supplies, etc.
and
2. Capital goods and capital equipment:  Goods or equipment that exceeds $5,000.00 per item.

Tracking/monitoring.

For Expendable Property as identified above, the College/Unit will be responsible for maintaining records/inventory of these items.  The information for these items shall be maintained on the ‘Report of Personal Property Acquired by The Pennsylvania State University (PSU)’ form available at: (link to page on OSP website to be added here). The Item, Cost, and Location fields are mandatory while the remaining fields (Use/Purpose and Budget/Fund No.) can be used at the discretion of the College/Unit.
For Capital Goods and Equipment as identified above, Property Inventory will be responsible for maintaining records/inventory of these items.  The information for these items shall be maintained on the ‘Report of Personal Property Acquired by The Pennsylvania State University (PSU)’ form available at: (link to page on OSP website to be added here). The Item, Cost, and Location fields are mandatory while the remaining fields (Use/Purpose and Budget/Fund No.) can be used at the discretion of Property Inventory.

Reporting to the Commonwealth:
Within 60 days of the end of the purchase order period, the University will submit a report of Personal Property (as per the definitions above) to the issuing Commonwealth Agency and DGS.  The College/Unit will initiate the process by filling in the header information (PO number, COP Agency, COP Agency contact (the purchasing agent listed on the purchase order) and complete the section regarding nonexpendable property. The person who prepared the report should also include their name, email, phone number, and date prepared in the section just below the list of nonexpendable property.
The form should then be forwarded (via email) to Property Inventory @ ccopropertyinv@psu.edu.  Property Inventory will then add information related to any capital goods and equipment purchased under the purchase order.  The person who prepared the capital equipment section of the report should also include their name, email, phone number, and date prepared in the section just below the list of capital equipment. 
Property Inventory will serve as the University control point and will submit the report form via email to the COP Agency and DGS. When this report is emailed to the COP Agency/DGS, under the ‘Options’ tab in MS Office, select ‘Request a Read Receipt’. The sender will then receive confirmation that the email/report has been viewed by the COP Agency/DGS.  (Note: Other email systems may have a different mechanism for requesting read receipts.)
Subcontracts:  The requirement to report personal property is applicable to subcontractors.  As the University has 60 days after the end of the purchase order period to submit the report, subcontractors will be required to submit their reports to the University within 30 days of the end of the subcontract period.  Subcontractors will be instructed by OSP (in the subaward/subcontract issued by the University) to send their report to the college/unit administrative contact listed in the subaward. The college/unit will then incorporate this information into their report and forward to Property Inventory via email to ccopropertyinv@psu.edu.  Property Inventory will then submit the form to the COP Agency and DGS.
After the report has been submitted:

Per Article 4.E.1. Disposition of Property, the COP Agency will, within 60 days of receipt of the report, arrange for pick up or delivery (at COP expense) of any or all items listed on the report.
Per Article 4.E.2, if the COP Agency does not contact PSU within 60 days of receipt of this report to arrange delivery or pick-up of any listed on the report (Commonwealth-owned property), such property will become the property of the University. At this time, University records can be updated to reflect ownership vesting in the University.
Property Inventory Tracking and Reporting Procedures.

Property Inventory has created instructions highlighting the process they will use for notifying the PI, Research Administrator, and Financial Officer of the timeline for providing report details and the procedures to be followed should the Commonwealth relinquish ownership of items on the report to the University. This document is available for review at (link to document on OSP website).

